OPERATIONAL SERVICES DIVISION

Job Aid:
Seller Administrator: Maintain and Add Users

This Job Aid shows how to:
¢ Maintain and add users

Of Special Note:

The Seller Administrator for each registered vendor in COMMBUYS must ensure that they assign the “Seller” role to at
least one person in the organization. In order to do business in COMMBUYS, at least one user must have a Seller role.
The Seller role allows vendors to see Bids, submit Quotes and receive Purchase Orders for fulfillment.

Screenshot Directions

entering the URL

C@M M BUYS https://www.commbuys.com/bso/ into the
Browser.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of . . H

Massachusetts’ Executive Depariments. COMMBUYS offars frae intarnet based access to al Login using your Login ID and password
public procurement information posted here in order to promote transparency, increase

competition, and achieve best walue for Massachusetts taxpayers.

COPMMBUYS INFORMATION:

For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawe any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y S@state ma us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-627-8283 or 617-720-3187

-— Reaister

Register here to begin using COMMBUY'S.

wendors, please read this disclaimer prior to registering.
-—— - Complete Registration

Complete registration here to begin using COMMBUY'S.

Wendors, please read this disclaimer prior to completing registration
-— Open Bids

Browse open bid opportunities.
N Active Contracts

Browse active Contracts/Blankets.
—-— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

-— - Registered Vendor Search
Search for registered vendors.

Login 1D

Password:

Forgot wour password?
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2. This image displays the home page of a
Seller Administrator, as the screen will open

on the Maintenance Home Page General
B e tab.

Iaintain Organization Waintain Users on this . Add Associated
Add Users on this Account -

Information Account Organization

e o [ —]

— —

This secfion & used for This section 8 used to mantan  This secion 8 used fo add The seclien 8 used for addng
mainkaning organizaton users for the organizabion users fo the organczation 0 organization with the same
information. T
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Job Aid:
Seller Administrator: Maintain and Add Users

Screenshot Directions

3. To update a user’s profile, click on
Maintain Users on this Account.

Maintenance Home Page for: Test
General 15143
Maintain Organization Maintain Users on this . Add Associated
i don Account Add Users on this Account Organization
‘This secfion & used for ‘This seclion & used fo maintan | This secion & used fo add This secfion & used for adding
maintaining organizafion users for the organizafion. users bo the orpanization. an organization with the same
information TaD
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- 4. To update a user’s profile click the
e hyperlinked Login ID. If the organization has

Search Ui a large number of Users, filter by entering
First e | | Lastame | | search criteria then click Find it.

Login ID Status v

Search Fields: | User Role

Seller
Seller Administrator
Template Administrator ~

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Browse by:
by 012345678910
[ Find It i Clear || Adduser |
Login D First Name Last Name Status Role(s)

TOMVENDOR Seller Seller Active Seller
Seller Administrator

TOMVENDOR21 George Smith Aciive Seller
Seller Administrator

Add User | Exit

Copyright & 2014 Periscope Holdings. Inc. - All Rights Reserved.

5. Make the updates to the user’s profile.
User Maintenance: Seller Seller - TOMVendor21

Click Save & Exit to keep the changes to the

safaion [ 7] users profile and return back to the User
Fist Nan" LastNane® Maintenance search page.

Phone* - l:l Email* |nureply@1ﬂt.com |
LoginID TOMVENDOR Status® Active ¥

New Password® Confim Passviord*

Login Question* Login Answer*

Roles

Seller
Seller Administrator Can Upload Contract

_ SavedEdt || SavedContine | Reset ||  CanceldEit _
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OPERATIONAL SERVICES DIVISION

Job Aid:

Seller Administrator: Maintain and Add Users

Screenshot

User Maintenance for: TOMVendor21

Search Using:

ALL of the criteria ¥

First Name | | Last Name

LoginiD |
User Role

‘ Status ‘ v

Search Fields:

Seller
Seller Administrator
Template Administrator =

ABCDEFGHIJKLMNOPQRSTUVWXYZ

Bri d
WY g 12345678810

| Find It I Clear Il Add User |
Login ID FirstName Last Name Status Role(s)
TOMVENDOR Seller Seller Active Seller
Seller Administrator
TOMVENDOR21 George Smith Active Seller
Seller Administrator
C  mrweew

Copyright @ 2014 Periscope Holdings. Inc. - All Rights Reserved.

Directions

6. To add new users click the Add User at the
bottom of the screen to add a new seller or
seller administrator user.

New Vendor User for TOMVendor21

Salutation [ v

T — T —
e — T e
Login Question™ | ¥ | Login Answer® l:l

] Seller

] seller Administrator Can Upload Contract

save&Bxit | Reset 1

Cancel & Exit

Copyright © 2014 Periscope Holdings. Inc. - All Rights Reserved.

7. Enter the following information:
* First Name
* Last Name
* Job Title
*  Phone
*  Email

All asterisked (*) information is required to
save the user information.

Check the box next to the role(s) the user will
have in COMMBUYS.

Click Save & Exit.

Maintenance Home Page for: Test

.‘
g

Maintain Organization Maintain Users on this 3 Add Associated
Informafion Account A sers o s hecaut Organization

= i i
‘This seclion & used for ‘This seclion & used to maintan | This secion & used o add This secfion & used for adding
maintaining organization users for the organizafion. users o the orpanization. an organzation with the same
information TxD.
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8. Another way to Add Users is Click the Add
Users on this Account Icon on the User
Maintenance Home Page.

This will open the Add a new User function
seen in step?.

Add the new user data and click Save & Exit.
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